Office 365 — (0365)
Word On-line
Tutorial # 1

Overview

(Story board)



Introduction

The following is a story board of a tutorial depicting the steps and screen
selections required to perform various functions using the Office 365 Word On-
Line application.

What is covered in “‘Word On-Line Overview’ tutorial is a high level review of:
* General Overview

* Opening an existing document from OneDrive

* Opening a new document from OneDrive

* General Tab reviews

* Saving Documents

e Exiting Word On-line

As the tutorials are designed to be reviewed in a reasonable amount of time each
one covers specific activities. Other commonly used capabilities will be the
subjects of other tutorials.



Overview



Word Online Notes

* There are differences
— Word Online has less features that desktop

 Two modes of operation

— Edit Existing Documents

* OneDrive
e Attachment in OWA 2013

— Create New Documents (from OneDrive)

* Data Storage Options
— OneDrive
— Desktop (File / PDF)
— OWA Attachments (Data Store)

Note: Office 2003 is due to be removed on 7/1/15 and
Work desktop will no longer be an option



Editing an Existing Document



Opening from One Drive



Word Online — Selecting an existing Document from OneDrive
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3 i 2 / }
S Shared with Everyone July 15 & Frey, Jon S
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Drag s her? Staff clicks on document to
cause OneDrive to trigger
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Document Preview Mode



Word Online — Document Preview Mode
J @ restoament 022« e

€« C 8 hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={306EA478-47BC-4714-B95D-2494DCBOD39D 17 =

ma Word Online  Frey. Jons. JSF Test Document 10-31-14 Frey.JonS. 7

FILE EDITDOCUMENT ~  PRINT  SHARE  FIND  COMMENTS

Header

Testdocument

10-31-14

Whenever an existing

document is accessed,

it always is launched in
‘preview’ mode

-

PAGE1COF1 HELP IMPROVE QFFICE  100% +
(] 0365-Tutorial 15tor...pptx | 7| [EF] One Drive - Tutorial 1..pptx 7| E] Bookl.xlsx v ¥ show all dowrloads... %
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Word Online — Select edit mode (online/desktop)

< C' £ hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={306EA478-47BC-4714-B95D-2494DCBOD39D ¢ | =

ma Word Online = Frey. Jons. JSF Test Document 10-31-14 Frey. JonS. ?

FILE EDIT DOCUMENT ~

@' Edit in Word
Use the full functionality of Microsoft

Word

PRINT _ SHARE FIND  COMMENTS

Select ‘EDIT DOCUMENT’ :
- — ‘Edit in Word’ -
@Make ek changes right here in TO use a deSktOp

your briws

= Testdocument . .
version (if
10-31-14 . .
available) to edit
‘Edit in Word the document

Online’ to use
the Office 365
online version

L4

PAGELOF1 HELP IMPROVE CFFICE  100% -
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Word Online — In Word Online edit mode

'@JSFTestDommentm-am x 4§ = el e

€« C' 8 hitps://mcgov-my.sharepoint.com/personal/freyi_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={306EA478-47BC-4714-B95D-2494DCBOD39D ¢ =

ﬂa W()rd On“ne Frey, Jon S. JSF Test Document 10-31-14 :q. Share [EEERLLENNNY

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want to do v OPEN IN WORD

Calibri (Bady) v 1] - AN A = - = - Find
Cobriody) -l -JA & ¥ =Ti=tEE AsBbCc | AaBbcc AaBbC AaBbCc Aapbce
B I U a3k x, x a¥- &v = === Igv M Nomal Na Spacing Heading 1 Heading 2 Heading3 | 22 Replace
Undo Shyies Editing i

It contains the basic editing
commands needed to compose
documents

The HOME Tab is
the default
location where
Word Online will

|Test document

10-31-14

hd
1PAGE ABOUT 3 WORDS  EMGLSH (US) SAVED HELP IMPROVE OFFICE
IEJ 0365 - Tutorial 1 Stor...pptx ™ IEJ One Drive - Tutorial 1...ppbe ™ |z|_] Book 1, xlsx M ¥ show all downloads... X
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For Additional Word On-line information

Go to

Main Screen
General Items

in this presentation



Creating
New Document from
OneDrive



Word Online — One Drive action selection function

€ - C [ hitps://mcgov-my.sharepoint.com/personal /freyi_montgomerycountymd_gov/Documents/Forms/All.aspx el =
?
BROWSE | FILES  LIBRARY 0

I »

P search OneDrive OneDrive @ Montgomery County Government

Documents

My Documents
Followed Documents
Sl Welcome to OneDrive @ Montgemery County Government, the place to store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss

Site Folders

et ®new 2 upload & sync
| Find a file ol Select '+ new',

Recent Documents v D Name Medified Sharing Modified By
LastLogon-140811CC.xlsx DLC Items we July23 Frey, Jon S. an d
Office 365-Phase 7 idea.. MNew Folder 9-4-14 <. September04 @ Frey, Jon S.
%) One Drive - Various fun. 0365 Migration Operations = September 24 Frey, Jon S. . .
0] PP test 8-4-14 ppix 0365-Phase 2 Items « Septemberpd 8% Frey, Jon S. OneDrlve Wi ”
e Sample Folder e July 21 7] Frey, Jon S. d |S p | ay d menu Of
- Shared with Everyone e July15 i Frey, Jon S. |te ms to se | ect
oL Document .. Septemberg4 @ Frey, Jon S. from

0365 Web sites (8-1-14) «o September 04 a8 Frey, Jon S.

Sample File 9-3-14 - September 03 Frey, Jon S.

>
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Word Online — Launch create Word document

'@ OneDrive for Business X =t
€ - C 8 https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/Documents/Forms/All.aspx w5
(] Office 365 o .. a2

BROWSE | FILES  LIBRARY

D search Onedrive OneDrive @MC  Cregte a new file
Docur -
My Documents % Word document
Followed Documents 1
) Welcome to € L 2 place to store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss
Shared with Me ] Excel workbook ) 8 . y &
Site Folders [ ] L
@ new N
Recycle Bin - : PowerPoint presentation «“
B Select “Word
, ”
Recent Documents v O wam @i OneNote notebook Sharing Modified By docu ment fro m t h S
LastLogon-140911CC xisx DLC ‘ Frey, Jon . menu Of C h oices to
) Excel surve
M5 Oice 365-Phase 2 idea.. Ney y ] Frey, Jon S. start the document
@5 one Drive - Various fun. 036 Frey, Jon 5. Creation process
PP test 5.4 140580 036 New folder 8 Frey, Jon S.
n a / :
Evcel Test 9-4-14xis% Sarf Frey, Jon S
Shared with Everyone e July 15 2 Frey, Jon S.
SHOW MORE
Document «e  September 04 7] Frey, Jon 5.
USE OFFICE ON DEMAND
0365 Web sites (8-1-14) «s September 04 a Frey, Jon S.
Sample File 9-3-14 «+»  September 03 Frey, Jon S.
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Word Online - Start-up screen

' “ Document2.docx ® =1

€ - X  f https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={4597f225-edb4-4f49-8bee-dbfcbbfo3424}Rac vz | =

Word Online

Waiting for word-edit.officeapps.live.com...
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Word Online - Overview — Main Screen — Naming the File
PTEomr2on o —————————————————————————————————

<« C | 8 https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={4597f225-edb4-4f49-8bee-dbfcbbf93424}Rac vy | =

2 Word Online | frey lons Frey JonS. 2
FILE  HOME  INSERT  PAGELAYOUT  REVIEW  VIEW  Tellmewhatyouwanttodo o | OPEMINWORD
& 'y - o — 1— —— .
Bk Calibri (Body) =11 - A A # Z-i=-&EE asBbce | Asebce AaBbC AaBbCe AaBbCe # Find
Paste B I U abe x, X%~ A- E====-mn Nermal NoSpacng  Headingl  Heading2  Heading3 20 Replace
Undo Clipboard Font Paragraph Styles Editing ~
|
By Clicking on the name of the file i.e.
‘Document?’,
the staff person can change the name.
As soon as they do the file name will change
on the OneDrive display.
1BAGE QWORDS | ENGLSH [US) SAVED HELP IMPROVE OFFICE
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Word Online - Overview — Main Screen — Open in WORD

€« C' @ hitps://mcgov-my.sharepoint.com/personal/freyi_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={4597f225-edb4-4f49-8bee-dbfcbbf93424}ac vz | =

@ Word Online | frey ons. e

FLE  HOME  INSERT  PAGELAYOUT  REVIEW  VIEW  Tellmewhatyouwanttodo ¢ | OPENINWORD
s - 1— e — i
0 Calibri (Body) 1l - A AR == EE AsBbCe | AaBbCe bC AaBbCc AaBbCe {# Find
Paste B I U abe x, X%~ A- E====-mn Nermal NoSpacng  Heading1™\Heading2  Heading3 20 Replace
Undo Clipboard Font Paragraph Styles Editing ~
. ‘ ’
Selecting ‘OPEN IN WORD
Causes a desktop version
(if there is one installed)
to open with the file data.
1PAGE QWORDS | ENGLSH [US) SAVED HELP IMPROVE OFFICE
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Main Screen — Tab Review



Word Online - Overview — Main Screen - General Items

€« C' @ hitps://mcgov-my.sharepoint.com/personal/freyi_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={4597f225-edb4-4f49-8bee-dbfcbbf93424}ac vz | =

ma V\f{] ['d Onhﬂ@ | Frey, Jon 5. Frey, Jan S. ?

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW  Tell me what you want to do v OPEN IN WORR

0 == aaBbCc | Aabhce AaBhC AaBbCc Aabcc M
Paste Normal No 5pacikg Heading 1 eading 2 Heading3 = 2o Replace
Und Clipbadrd Styles Editing ~
The name of the
file can be
changed by
selecting this
field and typing
Page in the new name
Home .
Layout View Tab , _ ,
Tab Tab Choosing this option
. Insert Review will open a copy of
File Tab Tab Tab desktop Word (if
available), to edit
These tabs open up ‘ribbons’ of functionality in the the document

application by category. This is where a great deal of
confusion occurs between Word 2003 and new versions

1PAGE ' OWORDS ENGLSH (US) SAVED HELP IMPROVE OFFICE
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Word Online - Main Screen — HOME Tab

'@ Document3.docx X = [@] X

€ C' | & hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={ef84e2b8-831b-4894-bccc-09e197617166)&: vy | =

ma \I"\f{j[’d On||ﬂ@ Frey, Jon 5. Document3 Frey, Jon 5. ?
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW  Tell me what you want to do v OPEN IN WORD
s [F S =S #
Calibri (Body) =1 - @ =iz E = Find
B alibri (Body) A oA : AaBbCc | AaBbcc AaBbC AaBbCc AaBbCce "
Paste B I U ak x, x’ ¥~ &- = === Igv M A Nomnal Na Spacing Heading 1 Heading 2 Heading3 33 Replace
Undo Clipboard Font Paragraph Styles Editing ~

It contains the basic editing
The HOME Tab is the commands needed to compose

default location wWhere  sjuie rex oeing e documents

Word Online will open.

1PAGE ABOUT £ WORDS ~ EMGLISH (U5 SAVED HELP IMPROVE OFFICE
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Word Online - Main Screen — INSERT Tab

'@JSFTestDommentm-am x § ="l
<«

C | & https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={306EA478-47BC-4714-B95D-2494DCBOD39D 17| =

ma Word Online  Frey. Jons. JSF Test Document 10-31-14

:q. I Frey, JonS, 7

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW  Tell me what you want to do OPEN IN WORD

ABl ﬁ']:"sen Endnote

Link = Comment Header& Pag
Footer Numbers» F

Allows staff to insert things into
document such as A

-

Comments Header & Footer

headers & footers
And

h Test document
T e 10-31-14
‘INSERT Tables
)
Tab
1PAGE ABOUT 3WORDS  EMGLISH (US) SAVED HELP IMPROVE OFFICE
(B 0365 -Tutorial 15tor..pptx | 7 || (] OneDrive -Tutorial 1...pptx | ~| E] Booklxlsx -

¥ showal downloads... %
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Word Online - Main Screen — PAGE LAYOUT Tab
I G s restooament -5+ < N e

&« C & hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={306EA478-47BC-4714-B95D-2494DCBOD39D 17| =

ﬂa Word Online  Frey. Jons. JSF Test Document 10-31-14 PRI Fry, JonS.  ?
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW  Tell me what you want to do W OPEN IN WORD

@ [ ID Indent Soaing

Margins Orientation~Size E left O E {= Before: Opt E

- - 0" o YZ Mter  Bpt

Page Setup Paragraph ~
The ‘PAGE
LAYOUT’ Tab
Test document
i Allows staff to make
adjustments to how
the page is viewed and
printed
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Word Online - Main Screen — REVIEW Tab

€« C | & https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={306EA478-47BC-4714-B95D-2494DCBOD39D 7| =

ﬂa Wo |‘d Online Frey, Jon S. JSF Test Document 10-31-14 :q. Share [EEERLLENNY
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW  Tell me what you want to do 4 OPEN IN WORD
v E

P commen oot
e The ’
‘REVIEW’
Tab
Test document
1031-14 Allows staff to
access items such
as spell checking
and adding
comments
LPAGE  ABOUT3WORDS ENGLSH (US) saveo HELP IMPROVE OFFICE
(] 0385 -Tutorial 15tor...ppte 7| (] OneDrive -Tutorial 1...pptx | || B Bookl.xsx v ¥ show &l dovinloads... ¥
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Word Online - Main Screen — VIEW Tab
I @5 restooament 0311 X

C & hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={306EA478-47BC-4714-B95D-2494DCBOD39D 17| =

ma WQ[‘d On“ne Frey, Jon S. JSF Test Document 10-31-14 ‘_'q. Share [EEALLENNN:

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW ~ Tell me what you want to do OPEN IN WORD

Editing Reading
View View

ocument Views | Header & Footer

The ‘VIEW’
Tab
Test document
Allows for
different
views of
how the
document
will appear

10-31-14

1PAGE  ABOUT3WORDS  ENGLSH (U5, SAVED HELP IMPROVE OFFICE

(] 0365-Tutorial 15tor...pptx 7| B One Drive - Tutorial t..pptx | ™| E] Bookl.xsx = ¥ show all dowrloads... %
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FILE Tab - Review



Word On-Line - Main Screen — FILE Tab Selection

€ C' | & hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={ef84e2b8-831b-4894-bccc-09e197617166)&: vy | =

ma \I"\f{j[’d On||ﬂ@ Frey, Jon 5. Document3 Frey, Jon 5. ?

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW  Tell me what you want to do Y OPEN IN WORD

6 M Calibri (Bady) 1l s A AR == EE AsBbCc | AsBbce AaBbC AaBbCc AaBbCc # sind
Paste &v = = = Igv M A Nomnal Na Spacing Heading 1 Heading 2 Heading3 33 Replace
Undo Clipboard Paragraph Styles Editing ~
FILE Tab
spee Textveng @ l@ cting this will
bring up a menu for
various file choices
1PAGE |ABOUT4WORDS  ENGLSH (US) SAVED HELP IMPROVE OFFICE
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Word On-Line - Main Screen — FILE Tab
I 26camemt. 50, X\ e ————————— 0 o |

€« C 8 https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={ef84e2b8-831b-4894-bccc-090197617166 1 &e vy =

@ Open DRD

Close Menu

bcc AaBbC AaBbCe Aapbcc  HFnd
Info Recent Documents kcng  Headingl  Heading?  Heading3

+ % Replace

Styles Editing ~
New -
Document2.doc

rcgov-mysharepoint.com » personal » frEy-meaatgomerycountymd_gov » Documents
DocumentLdocx Once opened the FILE
mcgov-my.sharepoint.com » personal » freyj_montgomerycountymd_gov » Documents
| _ Tab has a number of
Office 365-Phase 2 ideas (9-3-14).docx
megov-my.sharepoint.com » personal » freyj_montgomerycountymd_gov » Documents.., 0) ptio ns
Share  /

Test Doc 9-4- 14 (TEST).docx

personal » freyj_meontgomerycountymd_gov » Documents..,

b

Open

b

Save As

Print

[

Help

0365 Status-Planning (9-2-2014).docx

megov-my.sharepoint.com » personal » frey)_montgomerycountymd_gov » Documents..,

b

Special Message for Office 2007 (draft)(7-30-14).docx

mcgov-my.sharepoint.com » personal » freyj_montgomerycountymd_gov » Documents..,

b

Document.docx
megov-my.sharepoint.com » personal » frey]_meontgomerycountymd_gov » Documents

b

W Sample 9-4-14 (final).docx

mcgov-my.sharepoint.com » personal » freyj_montgomerycountymd_gov » Documents

b

Document.docx
megov-my.sharepoint.com » personal » freyj_montgomerycountymd_gov » Documents..,

b

TechnicalArchitecture_strawman.doc HELP IMPROVE OFFICE
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Word On-Line — Main Screen — File Tab — Info Choice
I 26camemt. 50, X\ e ————————— 0 o |

€« C 8 https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={ef84e2b8-831b-4894-bccc-090197617166 1 &e vy =

Info

Info Choice

Fre}r: o ?

RD

hcc AaBbC AaBbCc Aabce M

jpcing Heading 1 Heading 2 Heading3 | 3. Replace

Open in Word
EI Use the full fu*ctaK Styles Editing A

Directs staff to use the full
functionality of
Word desktop

Note: Office 2003 is due to be

removed on 7/1/15 and Work

desktop will no longer be an
option

HELP IMPROVE OFFICE
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Word On-Line — File Tab — New Choice

'@ Dacument3, docx b [ [@] X

<« C | 8 https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={ef84e2b8-831b-4894-bccc-090197617166 }&: vy =

Fre}r“ o !

@ New New -

Choice |
bcc AaBbC AaBbCc Aagbce  Hhfind
Info Create a newdocument in OneDrive for Business. png  Headingl  Heading2  Heading3 30 Replace
New @ Blank Document = Ed':ing
Open
2014
Save As
Print
Share —_‘_“":"
Help 2014 calendar APA style paper MLA style paper
Allows for the creation
e — of a document with a
= blank template or using
o a provided style sheet
Project task list CV (resume) CV cover letter

Yot Rame] i —
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Word On-Line — File Tab — Open Choice

€« C' | 8 https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={ef84e2b8-831b-4894-bccc-09e197617166}&: vy | =

© Open Open o

Choice -
hce AaBbC AaBbCc AaBbCc "
InH Recent Documertts cing Heading 1 Heading 2 Heading3 = a5 Replace
Styles Editing “
hew a— Document2.docx
= megov-my.sharepoint.com » personal » freyj_mentgemerycountymd_gov » Documents
Open
= Documentl.docx
Save As =|  mcgov-my.sharepoint.com » personal » freyj_montgemerycountymd_gov » Documents
. Office 365-Phase 2 ideas (9-3-14).docx Enables staff to open a

IIIIIII‘L

megov-my.sharepoint.com » personal » freyj_mentgemerycountymd_gov » Documents...

Share

document which was previously
Test Doc 9-4-14 (TEST).docx
megov-my.sharepoint.com » personal » frey]_mentgemerycountymd_gov » Documents,..,

opened. Word Online will
< ] : .
0365 Status-Planning (9-2-2014) docx display the last 10 files that were

megov-my.sharepoint.com » personal » frey]_montgemerycountymd_gov » Documents..,
opened to choose from

IIIIIII‘L

Help

IIIIII'L

Special Message for Office 2007 (draft)(/-30-14).docx

megov-my.sharepoint.com » personal » freyj_montgemerycountymd_gov » Documents..,

IIIIIII‘l

Document.docx
megov-my.sharepoint.com » personal » freyj_mentgemerycountymd_gov » Documents

IIIIIII‘l

IIIIIII‘l

W Sample 9-4-14 (final).docx

megov-my.sharepoint.com » personal » freyj_mentgemerycountymd_gov » Documents

Document.docx
megov-my.sharepoint.com » personal » freyj_mentgemerycountymd_gov » Documents...

IIIIIII‘L

TechnicalArchitecture_strawman.doc - HELP IMPROVE OFFICE
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Word On-Line — File Tab — Save As Choice

€« C' 8 hitps://mcgov-my.sharepoint.com/personal/freyi_montgomerycountymd_gov/_layouts/15/WopiFrame.aspx?sourcedoc={ef84e2b8-831b-4894-bccc-09e197617166 e vy | =

Share Frey, Jon 5. 7
Save As =

. RD
@ Save As Choice
bcc AaBbC AaBbCc AaBboc A
Info Where'sthe Save Button? pcng  Headingl  Heading2  Heading3 | 2 Replace
New r.b.I There's ndBave button because we're automatically saving your decument. Styles Editing ~
Open This choice will allow staff to save a
Download a Copy i )
save As D¢ This documelht saves to the cloud. Click here to 3 opy to your computer. Copy Of the fl Ie elther to the

Print

desktop via

Share Download as PDF
df
Help IF||E|- Download a cogpy of this document to your uter as a PDF file. DOW n Ioa d aco py

or
\ Download as a PDF

Note:
There is no such thing as saving a copy of the file with a
different name on OneDrive using Word Online.

e BRSO ]
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Word On-Line — File Tab — Print Choice
[(Ere--s @@ e
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